[Business Name]
[Address: other text]
Subject: Requesting purchase of [NAME]

Dear Sir,
I am Andrew Hudson, Lab. Technologist in Material Testing Laboratory, Michigan. Through this letter, I want to send you my formal request for purchasing laboratory equipment, flame photometer. 
Being the owner of this lab, you must know that this instrument is an integral part of every scientific and material testing lab and analysis of various chemicals depends solely on the report obtained by this instrument. Since we are involved in the fractional analysis of various chemical samples, therefore, it has become essential for us to purchase this equipment as soon as possible.
For the last couple of months, we have been receiving the samples in bulk from various organizations who want to get their samples to be tested by us. Laboratory attendant has to travel to a distant laboratory to get these samples tested, in this way, many samples were found to be wasted at various occasions. It is, therefore, would be better for us to purchase our own equipment to eliminate any chance of sample wastage and time will also be saved because representatives of various organizations demand their reports on time. They do not want any late from our side.
Keeping all circumstances in mind, it is therefore becoming indispensable to purchase a new flame photometer on a priority basis and as soon as possible. I hope you will give due consideration to my request and take practical steps in this regard. Thanking you in anticipation.
Yours sincerely,
XYZ
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